
HQ USAREUR CHRMA                    On-Site Training Request Process (Non-Government )                                  BPM No. HRD-04
                   (CPOC approves)

EMPLOYEE                   MANAGEMENT                            CPAC                                                   CPOC                                      OTHER      

Go to BPM HRD-O3 if
Unit chooses to MIPR
funds to have CPOC
arrange on site course

7a
-Notify students to enroll
& arrange facilities
(7 days)

7b
-Assist in publicizing,
enrolling and other
admin support as
requested  (varies)

6a
-Training
Source
Accepts
(7 days)

3c
-Procurement
(90-120 days)

YES

NO

5a
-initiate competitive
 procurement
-establish & retain
 documentation
-commit funds w/
 IMPAC
                  (23 days)

6b-Finalize agreement
with vendor/CPOC
(7days)

YES

2
1

Advise on potential
sources

Advise on potential
sources

2

Course Cost?

3a

>$25K?

4

>$2500 but <$25K

YES

NO

1b -Approve training
-Consolidate
nominations or initiate
group DD 1556 for
onsite training
                    (3days)
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3b
-Prepare request to
 procure
 course
                    (3 days)

NO

1a
Initiate training
request (DD
1556)
           (1 day)

5b

-Review  &
approve as training
officer

          (3 days)

NEW BPM
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9a-
-Vendor conduct
training
-sign individual or
group 1556 for
students
(varies)

9c-Attend
training

10
Complete post
course
evaluation
(4 days)

11

-Complete supv
portion of post
training evaluation

-Forward 1556’s
and evaluations to
BPM No. BPM No.
HRDD   (4 days)

12 -Document
completed training
using PTI 7NL
(7 days)

13-Vendor bills
government
(varies)

15-
- DFAS pay
vendor
(23 days)

9b-Oversee
course delivery
(varies)

-Total Calendar Days
No Cost=47
<$25K=103+
>$25K=173+
Personnel Process= 20
days
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8
Attach list of
nominees to group
1556  or submit
individual 1556’s for
contracts
(7 days)

14b
Certifiy funds
(7 days)


